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LEGADM NVAN

CHAPTER 18
STENOTYPE PROGRAM
18000. SCOPE. To set forth information, guidance, and instructions

for adm nistering the Marine Corps Stenotype Court-Mrtial Reporter
Program

18001. BACKGROUND

1. Enlisted nmenbers of the Marine Corps, while continuing to draw
full pay and all owances nmay, upon application and sel ection, be
ordered as students to selected civilian schools |located in the United
States for training in machine shorthand (stenotype) at CGovernment
expense.

2. Satisfactory conpletion of the stenotype course leads to
designation as a Legal Services Reporter (Stenotype) (MOS 4429).

18002. SELECTION A Marine Corps bulletin in the 1510 series
announci ng the stenotype program and soliciting applications from
volunteers fromall enlisted occupational fields will be published
annual ly. Upon receipt of all applications, a selection board will be
convened by CMC (JA) to consider the applications and to sel ect those
for participation in the program

18003. QUALIFICATIONS An applicant for the program nust possess the
foll ow ng basic qualifications:

1. Be a citizen of the United States;
2. Be a high school graduate;
3. Be a corporal or sergeant at the time of application;

4. Be able to type a mnimum of 60 words per mnute on a 5-mnute
typing test;

5. Possess minimum C erical (CL) and General Technical (GI) scores of
110 each;

6. Have served on continuous active duty for not |ess than 36 nonths;
and

7. Have sufficient tine to conplete a 4-year obligated service
requi rement, follow ng course conpletion, prior to reaching service
[imts.
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18003 LEGADM NMAN

8. Have a mninmumof 1 year at a current CONUS duty station at the
time of application subm ssion deadline, except for a first term
Marine reenlisting less than 90 days prior to the expiration of
service. Marines in Western Pacific commands or on depl oynent who are
selected will be ordered to report for schooling after their norma
rotation.

18004. APPLICATIONS. Figure 18-1 provides detailed instructions for
conpl eting applications for the program

18005. OBLI GATI ON UPON ACCEPTANCE

1. A mninum 6-year active service obligation is required for
enrollment in this program Prior to acceptance of orders and prior
to actual transfer for enrollnent in the stenotype course, selectees
must reenlist for a sufficient period of time to neet this m ninmum
obligated service requirenent. Such reenlistnment nust be in the
Marine's current MOS, and the Marine is not eligible for any bonus in
MOS 4429, or other MOS, under this extension or reenlistnent.

2. Termnation from stenotype school, for any reason, at any tine
prior to normal completion of the schedul ed course will not negate the
af orementi oned 6-year active service obligation

18006. DURATI ON OF THE STENOTYPE COURSE This course normally takes
ei ght academ c quarters (24 nonths) to conplete. Participants are,
however, authorized to remain in a student status for up to 27 nonths
whi | e undergoing training. Student status begins on the date cl asses
start during the year for which sel ected.

18007. GENERAL | NSTRUCTI ONS

1. Upon acceptance into this program and within a reasonable tine
before classes are to begin, selectees will be transferred by

per mmnent change of station orders to Conpany A, Headquarters
Battalion, HQMC. At the sanme tine, selectees' primary MOS will be
changed to Basic Legal Services Marine (MOS 4400) and the forner
primary MOS wll be assigned as the first additional MOS. At al
times while enrolled in stenotype school, students are under conmand
of the Commandi ng Officer, Conpany A. Daily operational control of
the Marine stenotype students vests with CMC (JA-3).

a. During the entire course of instruction, the Marine's primary
duty is that of a stenotype student.

b. The Commanding O ficer, Conpany A and CMC (AR) shall not
require the stenotype student's participation in conmand functions;
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e.g., Bachelor Enlisted Quarters/HQVC Duty NCO Assistant Duty NCO
physical fitness test (PFT) nonitors, parades, cerenonies, color
guards, etc., with the exception of perform ng the sem annual PFT and
t he annual Battle Skills Training/Essential Subjects Performance Test.

c. VWiile in this program enlisted Marine stenotype students are
representatives of the Marine Corps. Their conduct, persona
appear ance, deneanor, life style, and activities as students and
citizens reflect not only upon thensel ves but upon the Marine Corps as
well. Each Marine nust project an image in both the civilian and
mlitary communities which is in keeping with the highest traditions
of the Marine Corps. Although civilian clothing my be worn while
attendi ng school, Marine Corps groom ng standards shall be adhered to
at all times. Failure to adhere to these standards may result in
removal fromthe program in addition to other appropriate
adm ni strative or disciplinary actions.

2. A Mirine's eligibility for assignnment to Governnent quarters in
t he Washi ngton, DC area and entitlenment to use of exchanges,

comm ssaries, nedical, and dental facilities are not affected by
participation in this program

18008. TERM NATI ON FROM THE STENOTYPE PROGRAM

1. Prior to normal conpletion of the schedul ed stenotype course, a
Marine may be terminated fromthe programby CMC (JA) for deficiency
in academ c performance, machi ne shorthand witing skills, conduct,
wei ght control assignnent, or for other good cause.

a. Deficiency in academ c performance shall include, but is not
limted to, receipt of one or nore failing grades in required academ c
subj ect s.

b. Deficiency in machine shorthand witing skills shall include,
but is not limted to, lack of satisfactory progress in attaining the
various witing speed levels, and/or inability to conplete the course
of instruction within the regularly scheduled tine.

C. Deficiency in conduct shall include, but is not limted to,
conviction by court-martial or civilian court, nonjudicial punishnent,
or other behavior customarily recognized by the Marine Corps as
i nconsi stent with the high standards of conduct and performnce of
enlisted Marines and/or the professional standards expected of
enlisted | egal services personnel

2. Before a Marine may be termnated fromthe program the Marine
will be notified in witing of the grounds for term nation, and shal
be afforded an opportunity to make a witten reply within 5 worKki ng
days of receipt of the notice. Such reply, if nmade, shall be
considered by CMC (JA) in determ ning whether the Marine shall be
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dropped fromthe program The grounds for the final decision shall be
set forth in witing and a copy thereof provided to the Marine
concer ned.

3. Marines termnated early fromthis programw || normally be

reassigned their former primary MOS, and be assigned to a duty station
and billet consistent with the needs of the Marine Corps.
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APPLI CATI ON | NSTRUCTI ONS

1. Formand Content. Applications shall be submtted on the

Adm ni strative Action Form NAVMC 10274, via the chain of command, to
CMC (JA-3). See figure 18-2. Applications nust contain the
fol | ow ng:

a. Personal information regarding the basic qualifications listed
i n paragraph 18003. Wiivers of any of the basic qualifications may be
requested, and will be considered on a case-by-case basis.

b. As encl osures:

(1) Witten results of an interview by a stenotype reporter
(MOS 4429), if available at the command. A Legal Services Chief (MOS
4421) or a Legal Admnistrative Oficer (MOS 4430) may conduct this
interview if a stenotype reporter is not available. The interview
must address matters concerning the applicant's self-notivation,
maturity, potential for successful conpletion of the course, and the
applicant's full understanding of all aspects of the program

(2) An official photograph as prescribed by MCO P1070.12J
(1 RAM .

(3) A signed and wi tnessed agreenment as contained in figure
18-2. These fornms may be locally reproduced.

c. Current PFT score to include height, weight and dateof PFT.

d. DSN commercial tel ephone nunber where applicant can be reached
during normal working hours.

e. Information concerning any nusical instrunent background to
i ncl ude length and type of formal training.

f. Information concerning receipt of a selective reenlistnent
bonus for the current enlistnent.

g. | f stationed overseas, rotation tour date.

2. Command Endorsenent. The forwardi ng endorsenent shall certify
that the conmmander has screened applicants to ensure that they:

a. Are financially secure;

b. Are physically and nentally capable of conpleting this course
of instruction, in a civilian environnent, w thout the normal Mari ne
Cor ps supervi si on;

Figure 18-1 --Instructions for Submtting Applications for the
St enot ype Program
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c. Are within Mrine Corps weight/body fat standards; and

d. Have conpleted all required mlitary training prior to
transfer.

3. General Information

a. All applications nust be received at HQMC on or before the
deadl i ne for subm ssion as set forth in the annual Marine Corps
bulletin in the 1510 series announcing the program Applications
received after this deadline will not be considered.

b. Letters of reconmendati on are unnecessary and are not desired.

c. Upon receipt of each application and initial screening for
eligibility, a battery of tests to be adm nistered to applicants w |
be forwarded to designated testing officers. These tests consist of
typi ng, grammar, vocabul ary, punctuation, spelling, effective
expression, vowel recognition, reading rate and readi ng conprehension.
The scores achieved on these tests will assist in the selection of
those applicants best qualified.

Figure 18-1 --Instructions for Submtting Applications for the
St enot ype Program - Conti nued.
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AGREEMENT FOR STENOTYPE PROGRAM

1. I, the undersigned, certify that | have read and understand
chapter 18 of MCO P5800. 16A (LEGADM NMAN) whi ch governs the

adm ni stration of the Marine Corps Stenotype Program and amfully
aware of all provisions of that chapter and their effect upon ne if
accepted for the program

2. In consideration of being allowed to attend stenotype school at
Gover nnment expense and qualify for designation as a Legal Services
Reporter (Stenotype) (MOS 4429), | agree to the follow ng:

FIRST: To conply will all requirenents of LEGADM NVAN,
chapter 18, while a stenotype student.

SECOND: If selected to attend stenotype school, upon acceptance
of orders and prior to actual transfer for enrollnent in the school,
to reenlist for a sufficient period of tine to neet the mnimum 6-year
active service obligation requirenent. Such reenlistnment is to be in
my current MOS and | amnot eligible for any bonus in MOS 4429, or
ot her MOS, under this extension or reenlistment.

THI RD: By accepting orders into this program during the initial
6-year period of obligated service, | am for a period of 4 years
foll ow ng graduation from stenotype school, not eligible to apply for
any other Marine Corps programs or "B" type billets; e.g., warrant
officer, enlisted conmm ssioning, degree conpletion, drill instructor
duty, recruiting duty, etc., that would be inconsistent with
performance of duties as a stenotype court reporter.

FOURTH: If in receipt of a selective reenlistnent bonus for the
current enlistment, | voluntarily agree to recoupnent of that
per cent age of the bonus that represents the unexpired portion of the
obl i gated service for which the bonus was paid.

FI FTH. That my assignnment to stenotype school at Governnent
expense may be termnated by CMC (JA) if | amunable or fail to
mai ntain satisfactory grades, amunable or fail to make satisfactory
progress in attaining required machi ne shorthand witing speed |evels,
or fail to maintain required standards of conduct or performnce.

SI XTH:  That ny assignnent to stenotype school at Governnent
expense may be termnated by CMC (JA) for failure to comply with this
agreenment or when the best interests of the Marine Corps would be
served by my termnation. Such termnation will not occur until
have received witten notification and have been given 5 worki ng days
to make a statenment concerning such term nation

Figure 18-2 --Format for Stenotype Program Agreenent.
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Signed this __ day of , in the presence of the bel ow
W t ness.

(Signature of Applicant)
Typed Name of Applicant
Typed Grade, SSN, MOS

(Signature of Wtness)
Typed Name of Wtness
Typed G ade, SSN

Figure 18-2 --Format for Stenotype Program Agreenent--Conti nued.
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